PART | DEPARTMENT OF HUMAN RESOURCES DEVELOPMENT 8.710
STATE OF HAWAI

Cl ass Specifications
for the Cl ass:

Cl VI L DEFENSE TRAI NI NG, EDUCATI ON AND | NFORMATI ON OFFI CER
(CD TRAINING, EDN & I NFO OFFCR)

Cl ass Di stingui shers:

Compl exity: This class reflects responsibility for
pl anni ng, organi zi ng and supervi sing the operations of the
State's civil defense training, education, energency
i nformati on and di ssem nati on, warning and di saster reporting
prograns. Such responsibility involves directing and
i npl ementing the statew de warning and energency i nformation
and di ssem nation programin the event of natural or human-
caused di sasters; preparing and continually review ng and
updati ng warni ng, and energency information and di ssem nation
pl ans, procedures and rosters; directing and supervising the
devel opnent and i npl enmentati on of the statew de conprehensive
ener gency managenment training programfor State and county
personnel and volunteers to carry out their assigned energency
responsibilities for all types of disasters; and planning and
directing the civil defense information and educati on program
for the State. This includes instructions to the public for
survival in all types of natural and human- caused energenci es,
where to go in the event of an energency and what to do during
and follow ng an energency; and planning and coordi nating
civil defense education in public and private schools in the
State. The work al so includes serving as the primary point of
contact and grant adm nistrator for federally funded training
prograns associated with terrorisn coordi nati ng danage
assessnment procedures training with various agencies; and
coordi nati ng progress reports on program activities and
accompl i shnment s.

Personal Contacts: The work involves extensive contacts
with State and county civil defense agencies and federal
agencies as well as private organizations to insure the
adequacy of State Civil Defense enmergency operations plans,
procedures and rosters.

Supervi sory Responsibility: Supervises a professional
staff engaged i n planning and providi ng di saster preparedness
trai ning, education and energency information and
di ssem nati on.
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Supervi si on Received: The sole position in this class
wor ks under the general direction of the Vice Director of
Civil Defense.

Ful | Performance Know edge and Abilities: (Know edge and
abilities required for full performance in this class.)

Knowl edge of: Public relations; principles, nmethods and
techni ques of training and instruction; methods and techni ques
in the devel opment of curricula and training aids; |earning
and notivation process; group comruni cation principles,
practices, and techni ques; planning, research nethods and
eval uative techniques; report witing; State, county and
federal civil defense |aws; budget preparation and executi on;
grant witing and adm nistration; and principles and practices
of supervi sion.

Ability to: Plan, organize and supervise a statew de
civil defense training, education, energency information and
di ssem nation, warning and di saster reporting program
under st and the objectives and functions of federal, state and
county civil defense progranms; understand the needs of a civil
def ense preparedness system and devel op training to provide
qualified staffing to nmeet those needs; conduct damage
assessnent to initiate recovery action; act decisively in
ener genci es; read and conprehend a broad variety of technica
material relating to natural and human-caused di sasters;
devel op and execute grant proposals; devel op and adm ni ster
contracts; wite clearly and effectively such material as
federal grant proposals, |egislative proposals, etc.; devel op
and mai ntain a budget; speak effectively before groups; solve
probl ens logically and systematically; establish and maintain
effective and cooperative relationships with departnental
personnel and personnel of various public and private
agenci es; and supervise and evaluate the work of others.

Exanpl es of Duties: (The sole position may not be assigned
all of the duties |isted, nor do the exanples necessarily
include all of the duties that may be assigned. This does not
preclude the assignment of duties which are not |isted.

1. Direct and inplenment the statew de warning and enmergency
information di ssem nation programin the event of natural
or human-caused di sasters i.e., tsunam s, hurricanes,
eart hquakes, vol canic eruptions, floods, explosions, mjor
fires, industrial accidents, radiological or chem cal
accidents, civil disturbances, terrorist or bonb threats,
and nucl ear war. Receive and di ssenm nate energency
information and warning to key State and county officials
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and the public.

2. Review and update warni ng, energency information and
di ssem nation plans, procedures and rosters with State and
county civil defense agencies and federal agencies.

3. Direct and supervise the devel opnment and inpl ementati on of
t he statew de conprehensive energency managenent training
program for State and county personnel and volunteers to
carry out their assigned enmergency responsibilities, and a
hazard awareness program for the public.

4. Plan and direct the civil defense information and
educati on program The energency public information and
di ssem nation programincludes instructions to the public
for survival in all types of natural and human-caused
emergenci es; where to go in the event of an energency for
protection; and what to do during and follow ng an
energency. Plan and coordinate the civil defense
education programin public and private schools in the
State. Media materials include public information
brochures, newsletters, videos, guest speakers, and
tel evi sed awareness comrerci al s.

5. Supervise the preparation of news rel eases, speaking
presentations to the community, tours of civil defense
facilities, the preparation and display of civil defense
information and the preparation of public informtion
material related to the various energency managenent
prograns.

6. Serve as grant adm nistrator for federally funded training
prograns associated with terrorism consequence nmanagenent
of terrorism (nmeasures to protect public health and
safety, restoration of essential governnent services, and
provi di ng energency relief to governnents, businesses and
i ndividuals affected by terrorism, anti-terrorism and
terrori smawareness. Activities include grant witing;
report writing; assessing training needs; conducting
training; preparing and adm ni stering vendor contracts;
and sponsoring and coordinating terrorismtraining
activities such as conferences and wor kshops.

7. Coordi nate damage assessnment procedures training with
various agencies fromfederal, State and county
jurisdictions.

8. Coordi nate Federal Emergency Managenment Agency progress
reports on program activities and acconplishnents on
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program activities and acconplishnents.
9. Prepare and justify budget and expenditure plans.

10. During disaster and other energency situations, serve as a
shift | eader at the Enmergency Operating Center.

11. Participate in the interview and selection of new staff
menbers; eval uate work performance of subordi nates;
recommend approval of personnel actions; provide
orientation to new staff nmenbers; and provide staff
training.

This is an amendnent to the specification and a change in
title for the class | NTELLI GENCE, TRAI NI NG AND EDUCATI ON
OFFI CER, whi ch was approved on June 13, 1980.

DATE APPROVED: 5/2/00

M KE McCARTNEY
Director of Human Resources Devel opnent



